Headquarters Building Information Headquarters Support Services

HQ Support Services

A Phone Room

Accounting (See Headquarters Accounting)
ADP/T Support (See Headquarters Information Technology Help Desk)

Aircraft SCheduliNng (NASA-T) . .veii e 358-1242 .......... HQ1C73

Audiovisual Support Services (See Headquarters Administrative Support Services)

Audit LiaisOn (GAO/OIG) ...veeiiiiiiiie ittt 358-2260 ........... HQ4J82

AWAIAS (AGENCY) .+ttt ettt e e e et et e e e e e e e e e e e s 358-2203 .......... HQ4Q54

Awards (Headquarters Cash) .......uuiieceee o e e e aeeeee s 358-1998 .......... HQ4N23

Awards (Headquarters HONOK) ......oiivviiieeiiiiiiceeeie et 358-2105 .......... HQ4031

B

Badging (ID cards/building access) (Fax: 358-3002) (9 a.m.—1 p.m)....ccccceevvrvrnnnn. 358-2422 ........... HQ1V61

Bulletin, HQ (S8 NASA VISION) ....veiiiiiie et 358-4817 ........... HQ5P39
358-2299 ........... HQ5P39

Bulletin, Human Resources (PErsonnel)........cuuuiiiiiiiiieiiiiiiee it 358-2105 .......... HQ4031

Bulletin, Employee TiMes (ET) ..vvvuiiiiiiiiiieeeee e 358-4817

Building Alterations & Repair SEIVICES ........ciiuiiiiiiiiiiiieii e 358-HELP ........... HQCJ33

Burn Bag Pickup (See Mail)

C

CabIE TEIBVISION ...t 358-HELP ...... HQCX741-5
Career Management DIVISION .........uviiiiiiiiee e 358-0700 .......... HQ3Q53
Center for Aerospace Information (CASI) (Fax: 301-621-0134)........ccccvvvvveeeeee. 301-621-0390 ........ue..... CASI

(Also see Scientific & Technical Information Program)
Certified Mail (See Mail)

Cl, Inc. Travel Services (Toll Free 7:30 a.m.-8:30 p.m.; 1-866-466-5188)............... 358-HELP ........... HQ1T68
Classified Mail (See Mail)

Colonial Parking (SE8 Garage) ......uvvutiiiiiiiieeeiiiiie ettt 358-2415 ... HQP1
Computer Complex (NHCC) ...ooieeiiie et 358-0090 .......... HQCY31
Computer Problems/Services/Help (See Headquarters Information Technology Help Desk)

Computer Training Center (CTO) ... 358-1111 ......... HQ3Q53

Conference Room Information/Scheduling (See Headquarters Administrative Support Services)
Contracting (See Headquarters Procurement)
Contractor Mailing Guidelines (See Malil)

(@7e) o) ST (= g 1T PSPPSRSO 358-0214 ........... HQCJ73
Credit Union:

Main Office —All INQUIMES.....vvvriieeee e 301-249-1800

Headquarters (8:00 a.m.—3:30 P.M.) tooiiiiiiiiiiiiiieeee e 301-249-1800 .......... HQ1C21
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DeSIgGN/GraphiCs SEIVICES. . .iiiiiiiiiiiii ittt 358-0630 ........... HQCL78
Web Site: http://pd.hqg.nasa.gov
Exhibits & Presentation Support
Multimedia Production
Publication Design
Web Site Design
Destruction of Materials (See Mail)

Directive Systems (POlICY DIFECHVES) ....vvvviiiiiiiiiiiiiiiiiiee e 358-0189 ........... HQ4J69
AGENCY (FaX: B58-3T190) ... eiiiiieiiiiieiiitie ettt 358-0189 ........... HQ4J69
Headquarters (Fax: 358-3090) .......uuuiiiiiiiiiiieeiiiiiie ettt 358-0106 .......... HQ1C65

Directory, EMployee LOCATON ... ..uuuiiiiiiiiiieeeei e 358-0000 .......... HQ1H23

Disposal, Equipment, and Supplies (See Headquarters Logistics Procedures)

DISTIDUTION .ttt e 358-0214 ........... HQCJ73

Document Services Center (Fax: 358-3002) .......uuviviiiiiiieeeieiiiiiiiiiiiieee e e 358-4809 ........... HQCJ33

DUPICALING .ttt 358-0214 ........... HQCJ73

E

Electronic Forms, Headquarters (See Forms Management & Design)
Emergency Occupant Programs Coordinator ...........uvveiiiiiiieeiiiiiiieesiiiiee e 358-0608 ........... HQ1B74

Employee Assistance Program:

ONSItE COUNSEION ....eiiiiiiiieee ettt a e 358-2600 .......... HQCD70
OFfSItE COUNSEION ©..vieeiiiiiiie et 202-628-5100
MEAICAl DIFECION ..ottt 358-2600 .......... HQCD70
Employee Clinic Information:
EMEIGENCY SEIVICE ...t 358-0125 .......... HQCD70
Medical Records Release (for Private Physician)...........cccovvveeiiiiiiiiniiii 358-2600 .......... HQCD70
Physical Exam Appointments (Health Unit) ........cccoeiiiiiiiiiiee e 358-2600 .......... HQCD70
Physical Fitness Facility (Stress Lab)..........uuveviiiiiiiiiiiiiiieeeee e 358-0138 .......... HQCA96
Routine Calls and QUESHONS .......coviieieesiiiie e 358-2600 .......... HQCD70
SICK Gl et 358-2600 .......... HQCD70
Employee Workers Compensation Programs (Headquarters).........ccccceveeeeeiiiiinnee. 358-1569 .......... HQ4N13
Equal Opportunity COUNSEIONS .. ..uviiiiiiiiiieeiiiiit ettt 358-1098 ........... HQ4F35
Equipment Management (NEMS) (See Headquarters Logistics Procedures)
Excess (Equipment and SUPPIES) ..vvvvrrrriieeeeeiiiiiiiiiiiise e ee e a e e e e e e 358-2231 .......... HQ1041
301-286-9042 ........ GSFC/230

Exchange Council (See NASA Headquarters Exchange Council)

Exchange Store (Headquarters Employees Exchange —See NASA Headquarters Exchange Store)

Exhibits & Presentation Support (See Design/Graphics Services)........cccceeeeiiiinnn. 358-0630 ........... HQCL78
Express Mail (See Mail)
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Facilities Safety HOtING .....vvviiiic e 358-HELP ........... HQCJ33
Facsimile Operations (Unclassified) (Fax: 358-3010).......cccciiiiiiiiiiiiiiiiiieeeeeieiineee, 358-0090 .......... HQCY31
Federal Express (See Mail)

FIIM LOGN LIDIANY ettt a e 358-1900 .............. 5Q49
Fitness (Physical Fitness Facility —See Employee Clinic Information)

Forms Management & Design: Agency & Headquarters (Fax: 358-3090)................ 358-0621 ........... HQ1B72
FOIMIS STOCK ..ttt e e e e e e e e e 358-0148 .......... HQ1041

Freight Shipments (Outgoing, weighing over 70 lbs) (See Headquarters Logistics Procedures)
Furniture (See Space Planning & Design)

G
Garage, Colonial ParkiNg .........ooiiiioiiiiii e 358-2415 ... HQP1
Colonial
Gift Shop (See NASA Headquarters Exchange Store)
Graphics/Design Services (See Design/Graphics Services) ........oovvvviivveiiiiiieneennnn. 358-0630 ........... HQCL78
Guard Offices
Post #1 West Lobby (24 hours/day, 7 dayS/Week).........ccuuvvevieiiieiiiiiiiiiiiiiiiiee 358-0541
Post #3 East Lobby (6 a.m.—7 p.m., Monday—-Friday) .........ccccccceeieiiiiiiiiiiiiinn, 358-0554
Post #6 Loading Dock (6 a.m.—5 p.m., Monday—Friday) .............cccccccceviiinnnnnnnnn. 358-0542
Post #13 Garage Entrance (5:30 a.m.—7 p.m., Monday—Friday)............ccccvvvvvnnn. 358-0055
Post #18 Loading Dock Driveway (6 a.m.—5 p.m., Monday—Friday) ..................... 358-0556
Post #20 Control Center (6 a.m.—7 p.m., Monday—Friday) .........cccccccoiiiiiiiinnnnne. 358-0060
H
Headquarters Accounting (GSFC Regional Finance Office)
Jon T Wolz, Chief, Regional Finance Office (Fax: 301-286-1749).................. 301-286-5744 ..... GSFC/250A
Sandra Brown (Act), Deputy Chief, Regional Finance Office.........cccccvvveeenn. 301-286-0785 ..... GSFC/S244
GENETAl ACCOUNTING .ttt ettt e et e e e e e GSFC/157
Marilyn MiItChell, ChIef .......veeiiiiie e 301-286-9014 ........ GFSC/157
Cost & COMMEITIAI ACCOUNTS ...ttt eeee ettt e e e e ettt e e e e e e e e e e e nntbeeee e GSFC/155
Sandra Brown, ChiBf.......ccoiiiiiiiee e 301-286-0785 ........ GSFC/155
TrAVE] OFfICE 1.ttt ettt e e et e e e e e e e e e e e GSFC/159
MENSSA IMOUET ... ittt e e e e a e e 301-286-5910 ........ GSFC/155
301-286-5916 ........ GSFC/155
Headquarters Administrative Support Services (Fax: 358-3269)
AUAIO TEIECONTEIENCE ...t 877-232-6272 ... MCI
Conference Room Scheduling/INformation ... 358-0037 ........... HQCJ33
Program Review Center (SCheduling) ..........oooiiiiiiiiiiiiii e 358-0037 ........... HQCJ33
Projection EQUIDIMENT.......uiiiiiiiiceee e 358-0037 ........... HQCJ33
Video Tape DUPNCAION. ... ..ciiiiiiiiiie e 358-0037 ........... HQCJ33
Video TapiNG (EVENES) ..vieiiiiiiiieee ittt 358-0037 ........... HQCJ33
Video Teleconference (ViTS) Scheduling/Information (Fax: 358-3867).................. 358-0146 .......... HQCD61
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Headquarters Information Technology (IT) Help Desk
Computer Services & Support, Telephones, Pagers, Voicemail & Cable TV ......... 358-HELP
TOIFIEE v 1-866-4NASAHQ (462-7247)
Headquarters Logistics Procedures:
NASA Equipment Management System (NEMS) General Questions............. 301-286-3641 ........ GSFC/239
Mail NF 1620 to Code GSFC/239 .....ciiiiiiiiiiiiiiieiiiiie e 301-286-3641 ........ GSFC/239
Office Equipment Repairs (Other than ADP)
Repairs (Office Furniture, Machines, Typewriters, Lektrivers)..........ccccovviveennnnen. 358-0148 .......... HQ1041
Policy questions regarding repair ISSUES ........vvvvveiiiiiiiiieiiiicee e 301-286-3385 ........ GSFC/235
Property and Equipment Management/Disposal............ccovvvvvviiiiieieeeeesiiiinnns 301-286-5571 ........ GSFC/235
Property Disposal Only
(Mail NF 1602, NF 1638, NHQ 189 to Code CO-4) ......covvvieiiiiiiiiiiiiiiieeei, 358-2231 .......... HQ1041
(If ADP, send forms t0 COAE Cl).uuuviiriiiiiiieie et a e e e e GSFC/239
Supply Requisitions
Mail supply requisitions (Forms GSFC 20-7 & NHQ 8) to Office ID LD08O0 ......... 358-0148 .......... HQ1041
Policy questions regarding SUPPIY ISSUES .....cceeviiiiiiiiiiiiiiiieeeeee e 301-286-8900 ........ GSFC/235
Transportation (See Transportation Management)
Headquarters Procurement:
Leigh Anne C Giraldi, Manager...........ccoiiiiiiiiiiiee e 301-286-3616 .... GSFC/210.H
Della RObEY, MANAGET ......uuviiiiiiiiiiie et 301-286-4309 .... GSFC/210.H
Headquarters TrainMiNg . ... .eeeee e 301-286-2021 ....GSFC/114.H
ViICtOria R TROIMIE .. 358-2339 ........... HQ3P82
SNEITY L MCAISTEN e 358-1633 ........... HQ3P84
*Elizabeth Piper, Career COUNSEION .....ocoioi i 385-0565 ........... HQ3P86
*Evelin Saxinger, Work/Life COUNSEION ........uvvviiiiiiiiiieiiiie e 358-1311 ........... HQ3P88
SharoN BOYKINS ... 301-286-7508 .... GSFC/114.H
Mary A DIEANCK ©.vviiiiiiiiieee e 301-286-5393 .... GSFC/114.H
ESEAN HOOVET ...ttt e e 301-286-0033 ...GSFC/114.H
SheEila JACKSON ... eeiiieii e 301-286-2022 .... GSFC/114.H
KIMEIA HANEY ... 301-286-6112 ...GSFC/114.H
Serena ROUNCEVIIIE.........coiiiii e 301-286-8250 .... GSFC/114.H
JIM WIIK e 301-286-2021 ....GSFC/114.H
Heads Up (E-mail: NASA_INC@NQ.NASA.GOV).......uuuuiiiiiiiiieiaaiieeiiiiiieiaeae e 358-4817 ........... HQ5P39
HEAIN UNIL .o 358-2600 .......... HQCD70
Heating & Air-Conditioning SErVICES ........uviiiiiiiiiiiiiie e 358-HELP ........... HQCJ33
HELP Desk/Center (See Headquarters Information Technology Help Desk)
HISTOMY OffICE 1ttt 358-0384 .......... HQCO72
HOME PAGE (AGENCY) .. eeeeeeeeeee ettt e e e e e e e e e e e e e e 358-0873 ........... HQ5P11
Home Page (HEAAQUAIETS) ........vvviiiiiiiiiiie s 358-0625 ........... HQ6S75
Hotlines:
Facilities & Safety CloSE CallS.....iiiiiiiiiiiiciiiiiiiie e 358-HELP ........... HQCJ33
News, NASA Headline (RECOIAING) . .vvvveiiiiiiieeiiiiiiee ettt 358-3014
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Hotlines, continued:
Office of Inspector General (Nationwide, including Washington)................. 1-800-424-9183
Payroll —Pay & LEAVE ..........vvvveieiieiie et 358-1083
Payroll—TLC (Time and Labor ColleCtON) .......vvviiiieeiiiiiiiiiieeee e 358-1083
Scientific & Technical Information (STI)
Access Help Desk (Fax: 301-621-0134)......uuvvieiiiiiiiiiiiiiiieesiiiiee e 301-621-0390
TrAVEL e 301-286-5910
301-286-5916
Travel MANAGET ....coiiiii e 358-0270
Human Resources (Fax: 358-3047):
EMpPloyee Benefits ..o 358-1558
Employment INfOrmMation ...........eeeeeeii e 358-1268
Employment Record ChECK .........c.coiiiiiiiiiiiiiieeeeee e 358-1268
Labor RelAtiONS .....coe i 358-1162
INSUrANCE INQUINIES ...ceeeeieeeie et e e e et a e e e e e e aees 358-1558
PersonNel RECOITS. ...t 358-1268
Relocation Assistance (PCS—Permanent Change of Station)..............ccccvvvvvnnnn. 358-2105
Retirement INQUIFIES ........vviiiiiee e 358-1793
Student Program COordiNator ...........ueeiiiiiiiiiieiii e 358-4754
TDD (Telecommunications Device for the Deaf) .......ccccvvvviviiieiieiiiiiiiiiiieeeeee, 358-3581
Human Resources Bulletin (See Bulletin, Human Resources)
I
Information Center (Fax: 358-3251) . .uuuiiiiiiiiiiiiiiiiiie et 358-0000
Information Technology (IT) Support Center
(See Headquarters Information Technology (IT) Help Desk)
International Mail (See Mail)
J
JaNITONAl SEIVICES ...ttt 358-HELP
L
=T oy o]0 o] o o PP PPP SRR 358-HELP
Library, Headquarters (Fax: 358-3469).........ccoiiiiimiiiiiiiiieeeieiseiiiiiiieee e e e e 358-0168
CIrCUIRTION .1t e e e 358-0168
INTEMIDrary LOAN ..ooieii et 358-0168
RETEIEINCE ... 358-0168
Lights (See Facilities Safety Hotline)
LOCAtor (Fax: 358-8251) ..uuuiiiiiiiiiiii et 358-0000
Locksmith Services (Fax: 358-3002) .......cccccciiiiiiiiiiiiiieiie e 358-2416
Lost and Found—Guard Force Project Manager ... 358-0189
94
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Room

HQ4P39
HQ4P39

..GSFC/155.2B
..GSFC/155.2B
.......... HQ4Q27
HQ4M38
HQ4J40
HQ4J40
HQ4N11
HQ4033
HQ4J40
HQ4031
HQ4J22
HQ4021
HQ4N23

HQ1H23

HQCJ33

HQCX72
HQ1J20
HQ1J20
HQ1J20
HQ1J20

HQ1H23
HQ1V63

Headquarters Directory—Spring 2006



Headquarters Support Services

M Phone
Mail:
Headquarters Mail Center (Fax: 358-3028)......cccieiieiiiiiiiiiiiiiiiiiieee e 358-0199
BUIN Bag PICKUD ..ottt e e 358-0199
Certified Mail (Mail must be received by 2:00 P.M.).oeiiiiiiiiiiiiiiiiiieceeeee e 358-0199
Classified Mail (Headquarters Central REGISIY).....uvvviveeieeiiiiiiiiiiiiiiieeeee e 358-0198
Contractor Mailing GUIAEINES. .....vvvveiiiiie e 358-0907
Destruction of Materials (Pickup of Burn Bags)..........ooovvvveiiiiiiiieeiiiiiieee 358-0199
Express Pouch Mail to Centers (Mail must be received by 3:00 p.m.)......ccvvvveeee. 358-0199
Federal Express (Mail must be received by 2:30 P.mM.) .eiiiiiiiiiiiiiiieiii 358-0199
Headquarters Mail POlICY.........oiiiiiiiiiii e 358-2516
Headquarters Mail Substation GSFC Warehouse.............ccccevvvviiiiiiiiiieeeeeenn, 301-436-3200
International Express (Mail must be received by 2:30 P.mM.).eeeviviieeeeeeiiiiiiiiiiiie, 358-0199
INternational IMall..........ooueiii e 358-0199
Mail Code ASSIGNMENT/APPIOVA ....ccoiiiiiiiiiiiieeee et 358-0907
Mail Delivery Schedule (INTernal) .......coooiiiiiiiiie e 358-0199
Mail List Services (Fax: 358-3028).......ccoiiuiiiiiiiiieeeee e 358-0457
Mail PickUp/DIOp POINIS ...vuveiiiiiiiiiee et e e e e e enneeee s 358-0199
Mass Mailings (Internal/EXternal) ...........coovvviviiiiiieiee e 358-0907
POStal DESIGN/LAYOUL .....ceiiiiiiiieei it 358-0457
PUDIC INQUIMIES .1ttt e e 358-1280
Registered Mail (Mail must be received by 2:00 P.M.) cooiiiiiiiiiiiiiieeeeeiiee 358-0199
Standard Distribution LISTS (SDL) .....iiiiiiiiiiieeeieeeeeeeeeee e 358-0214
Meeting Rooms (See Headquarters Administrative Support Services)
Metro FareCards/TOKENS ..ottt e e e e e 358-1214
Move Services (Fax: 358-3209) ....uuuiiiiiiiieiie i 358-HELP
Multimedia Production (See Design/GraphiCs SErviCes) .......coovvuvvviiiiiieeeeeeiieiiiiens 358-0630
N
NASA College Scholarship FUNd.........c.vvviiiiiii 358-4500
NASA Headquarters Computer ComplexX (NHCC) .....uvvviiieeieiiiiiiiiiiieeeee e 358-0090
NASA Headquarters Exchange CouNnGil...........coccuiiiiiiiii e 358-1290
NASA Headquarters Exchange Information Line
(Store and Vendor INfOrmMation) ..........eeeeee i 358-4545

NASA Headquarters Exchange Store
7:30 a.m.—4 p.m., Monday-Thursday
8:30 a.m.—4 p.m. Friday

Closed 1-2 p.mM. FHAQY ONIY...uuiiiiiiiiiceeeeee e 358-0162
NASA Headquarters Professional Association (NHPA) FPTE Local 9, AFL/CIO

Richard C Zwierko, Union PreSident........co.uvviiiiiieeee e 358-4404

Rhoda S Hornstein, Vice President .........c.vvvvviiiiieeiieeece e 358-4805

Pamela F Richardson, TrUSTEE ......uuiiiiiiiii e 358-4631

Paul A CUIMO, SECIEIAINY.......vviiiiece e 358-2279

Pamela R Barnes, TrEaSUIEl .........uuueiiiie et 358-1954
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.......... HQ1M40
.......... HQ1M40
.......... HQ1M40
.......... HQ1M50
.......... HQ9Q55
......... HQ1M40
.......... HQ1M40
.......... HQ1M40
........... HQ4D23
..... GSFC/239.5
.......... HQ1M40
.......... HQ1M40
.......... HQ9Q55
.......... HQ1M40
.......... HQ1M40
.......... HQ1M40
.......... HQ9Q55
.......... HQ1M40
........... HQ9S51
.......... HQ1M40
........... HQCL78

.......... HQ4M28
........... HQCJ33
........... HQCL78

........... HQ4P75
.......... HQCY31

........... HQ8U11
.......... HQ5M33
........... HQ5X21
........... HQGE6G1
.......... HQ5G35
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NASA Inc (E-mail: NASA_INC@hq.nasa.gov)
HEAAS U ettt 358-4817 ........... HQ5P39
SPECIAI NOTICE ...ttt 358-4817 ........... HQ5P39
358-0668 ........... HQ5P39
NASA TEIBVISION. ... .ttt e e e e eaarae s 358-1308 .......... HQCB13
NASA Vision (E-mail: NASA_INC@NQ.NASA.GOV)........uuueiiiiiiiiiiiiiiiieaiiiiiieeasiiiiaeens 358-4817 ........... HQ5P39
358-2299 ........... HQ5P39
NEMS (See Headquarters Logistics Procedures —NASA Equipment Management System)
News, NASA Headline (RECOITING) «..vvvevieeeeeiiieiiiiiiiiiiie e 358-3014
Newsroom (Fax: 358-4210) ....iiuiiiieiiiiiiii et 358-1600 .......... HQ5N39
Notary Public, NASA Employees (By appointment only)........ccccocvveeiiiiireeiiiinnnen, 358-2440 ........... HQ9Z51
O
Occupational Health Manager (Headquarters)..........oovvveeeiiiiiieeiiiiiee e 358-1569 .......... HQ4N13
OffICE SPACE ...ttt ee ettt 358-1444 ........... HQ1D70
Ombuds, NASA Headquarters (E-mail:ombuds_hg@nasa.gov)............cccceeeeeeinnnn. 358-0837 ........... HQ4E74
P
Parking (NASA PEIMITS) ..veieeiiiiiiiiii ettt e e r e e e e e e e e e enenes 358-0106 .......... HQ1C65
Passports and Visas (HEadQUAIETS) ... ...uiviiiiiiiiiiiiiiieeee e 358-0009 ........... HQ1B83
PayrOll—Pay & LEAVE. ......ccie ittt a e 358-1083 ........... HQ4P39
Payroll—TLC (Time and Labor ColleCtion)...........uoiiviieiiiiiiiiisiiiee e 358-1083 ........... HQ4P39
Personnel (See Human Resources)
PROTOGIAPNET ... 358-1742 ........... HQ5P65
Photographic Reproduction SEIVICE ..........cooiiiiiiiiiiiiie e 358-0630 ........... HQCL78
Physical Fitness Facility (See Employee Clinic Information)
Postal Convenience Center, USPS (11 a.m.—2 p.m., Monday-Friday) ................. West Lobby
Printing:
Headquarters Duplication & Distribution ASSIStanCe ..........cccvvvvveieiiiiiiiiiiiii, 358-0214 ........... HQCL78
High-Volume Copier ASSISTANCE ........viiiiiiiiiiiiiii e 358-0214 ........... HQCL78
IN-House DUpliCatioN PICKUDS ..vviivieeiiiiiiiiiiii et e e e 358-0719 ........... HQCF37
CUSTOMEr SENVICE ASSISTANCE ... eiiiiiiiiii it 358-0630 ........... HQCL78
Procurement (See Headquarters Procurement)
Program Review Center (SCheduling).........coouviiiiiiiiiiieiies e 358-HELP ........... HQCJ33
Public Communications and INQUIFIES ........cooiiiiiiiiiiiiiieee e 358-0001 .......... HQ1M32
Paper COMMUNICATIONS . .......vviiii et e e 358-0001 .......... HQ1M32
E-mail: public-inquiries@hq.nasa.gov
Web Site: http.//www.nasa.gov/about/career/index.html
Projection Equipment (See Headquarters Administrative Support Services)
Publication Design (See Design/GraphiCs SEIVICES) .......coeuieiiiiiiiiiiiiiiieiiieeieeeeiiee 358-0630 ........... HQCL78
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Receiving & Inspection (8 a.m.—4:30 p.m., Monday-Friday) (Fax: 358-3724) ......... 358-HELP .......... HQ1041
Records: Headquarters Records Management, Transfer/Retrieval to WNRC

(Fax: B358-80090) ...tueiieeiiiieieeieiee et 358-0621 ........... HQ1B82
Registered Mail (See Mail)
Repairs:

Headquarters COPIBIS ... .uuuuuiiiiieie e e e e et e e et e e e e e e e e e raa e 358-0617 ........... HQ4D17

Office Furniture, Machines, Typewriters, Lektrivers
(See Headquarters Logistics Procedures)

Telephone (Fax: 358-8007)....ccciitiiiiiiiiiiei et 358-HELP .......... HQCX74
Retrieval Services (NASA/RECON) (Fax: 301-621-0134) ...vvveeviviiiieeeiiiiiiieeenne, 301-621-0390 .......eeeeee.. CASI
S
S B Y et 358-1239 ........... HQ1B80
Scientific & Technical Information Library (See Library, Headquarters)

Scientific & Technical Information (STI) Program...........ccooi 301-621-0390 .......ouvnnn.. CASI

Center for AeroSpace Information (CASI) (Fax: 301-621-0134)......cccceeeeeenn. 301-621-0390 .......cvveeee. CASI

NASA STIHEID DESK oottt 301-621-0390 ................ CASI
Technical DOCUMENT OFTEIS . .uuvviiiiieiiieeese st e e e e e e e e e 301-621-0390 .......cvvvnn. CASI

Security Numbers:
Agency After-Hours Emergency Center to report the following:
Any NASA mishaps and close calls;
Any accident or incident involving NASA aircraft;
Any mission or test failure;
Any natural disasters that affect NASA or involve any NASA facility;

Any security incident occurring at NASA ... 1-866-230-6272
Badging OffiCE .vvveieeiiiiii it 358-2422 ........... HQ1V63
CrMINAI ACHVITY .ttt e e e e e e e e e 358-0541
EMErgency SItUATIONS .....vviiiiiiiiiceceee et e e 358-1616
LOCKOULS ..ttt ettt e e e e e e e 358-0541
MediCal EMEIGENCIES ......uviiiiiiiiiieee ettt 358-1616
NON-EMEIGENCIES ....cciiiiiiiiiieee et a e e e e 358-0541
POSt #1 —WeSt LODDY ... 358-0541
POost #3—EaSt LODDY .....iviiiiiiee e 358-0554
Post #6—L0adiNG DOCK.........uviiiiiiiiiii e 358-0642

Service Center:

(See Headquarters Information Technology (IT) Help Desk & User Resource Center)
Shipment (See Freight)
Sign Language Interpreter (See Telecommunications)

Signs, Rooms (Fax: 358-3090) ......ceeieiiiiiiiiiiiiiii e 358-0209 .......... HQ1C52
Signs, Desk (Fax: 358-3090) .. ..ciiiiurrieeiiiiii et 358-0209 .......... HQ1C52
SOMWEAIE LIDIAIY e 358-HELP .......... HQCV80
Space Planning & DESION .....vvviiiiiiiiiieei e 358-1444 ... HQ1D70
Speaker Scheduling/Speakers Bureau (Fax: 358-4332) .........cvvvveveeeieiiiiiiiiiiiinnnnn, 358-1751 ............ HQ5M2
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Standard Distribution Lists (See Mail)
Stress Lab (Physical Fitness Facility) .......ccuveeviiiiiiee 358-0138 .......... HQCA96
SUGGESTION PrOGraM .. .veiiiiiiiiiie e 358-2318 .......... HQ4021
SYSTEMS FUIMITUIE ...t 358-1444 ........... HQ1D70

T

Technical Document Orders (See Scientific & Technical Information Program)

TeleCOMMUNICATIONS ...eei ettt e et e e e e e e e e e 358-HELP .......... HQCX74
Telecommunications Device for the Deaf (TDD). To dial TDD numbers, you must have a telephone with TDD
capabilities or dial the Federal Information Relay Services, 1-800-877-8339, 8 a.m.-8 p.m., for assistance to
the TDD numbers listed below.

Equal Opportunity COUNSEIONS. .....c.uviiieeiiiiiie et 358-3942 ........... HQ4F35

Headquarters Equal Opportunity & Diversity Management Division...................... 358-3942 ........... HQ4F35

Headquarters Disability Programs ........ccuviiiiiiiiieii e 358-3942 ........... HQ4F35

Headquarters LIDrary ... et 358-2836 ........... HQ1J20

Headquarters LOgistiC ProCEAUIES .......ccuviiiiiiiiicceee e 358-3942 ........ GSFC/239

Headquarters PErSONNEL ..........iii i 358-3581 .......... HQ4N23

HEAIN Uit .o 358-3489 .......... HQCD70

PUDIC AfAIIS 1.ttt e e e e 358-2780 .......... HQB80O86

Sign Language INterpreter........uve i 358-3942 ........... HQ4F35
Teleconferencing Services (See Headquarters Administrative Support Services)

Telephone:
Credit Cards (Fax: 358-30660) .......cciiurriieiiiiiiieeiiiiiee et 358-HELP .......... HQCX74

Directory
Changes (Fax: 358-8002) .......ccciiuiieieeeiiiiie e aaa e 358-0455 ........... HQCJ33
Distribution (Fax: 358-8025).........ciiiiiiiiiiiiiiiiiiee e 358-0214 ........... HQCL78

INSTANATION ...t 358-HELP .......... HQCX74

RN .t 358-HELP .......... HQCX74
Toastmasters:

Sherry MCAIlISter, PreSident ... ... 358-1633 ........... HQ3P84
Top Secret Control Officer (Fax: 358-3711) ... 358-0194 ........... HQ1V65
Training (See Headquarters Training)

TrANSCHIPTIONS L.ttt e e e e 385-0630 ........... HQCL78

TranSIt SUDSITIES ...eeieeeiiii it e e e e e 358-1214 .......... HQ4M28

Translations (Contact Resources Management Division/Office of External Relations for the Technical Monitor
for your organization Or CENTEN)........cuuviiiiiiiiii et 358-1620 .....cccone 7TW75
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Headquarters Support Services Headquarters Building Information

Phone Room
Transportation Management:
Government Vehicle Reservations (Vehicle Dispatcher) ..., 358-2415 ... HQP1
GSFC/234
Motor Vehicle Issuance (Colonial Parking)...........cceeeeiiiiiiiiiiiiiiiieeee i 358-2415 ... HQP1
GSFC/234
Overnight Vehicle/Commercial BUS SEMNVICE ........cuvviieiiiiiiiieiiiiiieee e, 301-286-8980 ........ GSFC/234
PasSPOIS @NA VISAS ......viviiiiiiiiiiieee ettt 358-0009 ........... HQ1B83
S ] alT oo 11T PSPPSRSO PP PR PPPP 358-2231 .......... HQ1041
GSFC/239
(Outgoing, weighing over 70 Ibs.) Bring GSFC Form 20-4 to Room HQ1041.
Travel:
NATIONSBANK MaSter Card ........ccuvvieiiiiiiiee it 358-0184 ........... HQ1B48
AUTNONZATIONS ... 301-286-5916 .. GSFC/155.2B
301-286-5910 .. GSFC/155.2B
PASSPOMS/VISAS ...ttt 358-0009 ........... HQ1B83
RENTAl CarS .. .coo i 358-HELP ........... HQ1T68
RESEINVALIONS .ttt e e 358-HELP ........... HQ1T68
Travel Manager Help DESK ....ooooiiiiiiii e 358-0270 .......... HQ4Q27
VOUCNET PrOCESSING ..vvvvieiiiiiiii et 301-286-5910 .. GSFC/155.2B
Travel Agent (See: ClI, Inc., Travel Services)
Typewriter & Office Machine Repair (See Headquarters Logistics Procedures)
U
Union (See NASA Headquarters Professional Association [NHPA] FPTE Local 9, AFL/CIO)
USEr RESOUICE CBNTEN ..iiiiiie ittt e e e a e e e e e e e e e e s ennnes 358-0650 .......... HQCV74
Vv
Video Orders (See Scientific & Technical Information Program)
Video Tape Duplication (See Headquarters Administrative Support Services)
Video Taping of Events (See Headquarters Administrative Support Services)
Video Teleconference (VIiTS) Coordinator (Fax: 358-3867)......uuvrvirieeeeeiiiiiiiiiiinnnnnn 358-0146 .......... HQCD61
Voice Messaging:
=Y o PP OUPPPPTRPPPPRR 358-HELP .......... HQCX74
New VOIP Main NUmMber (LOCAI) ........cooiiiiiiiiiiiiecee et 358-4786
LONG DISTANCE. ...t 1-866-358-4786
Old ISDN Main NUMBET (LOCA)....vuvvviieieee ittt 358-2700
LONG DISTANCE. ...t 1-800-647-5662
W
Warehouse (NASA Headquarters) ..........coouiiiiiiiiiiiiiiicecee e 301-286-3727 .....GSFC/239.0
Web Site Design (See Design/GraphiCs SENVICES) ....cceeviviiiiiiiiiiiiieeieee e 358-0630 ........... HQCL78

Workers Compensation Program (Headquarters Employees—See Employee Workers Compensation Programs)
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